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STANDING RULES – JACKSONVILLE CHAPTER


1.
Order of Business shall be:

(a) Call to Order by President

(b) Safety Briefing

(c) Invocation and Pledge of Allegiance

(d) Program

(e) Membership Roll Call

(f) Reading of Minutes and Recommendations of Board

(g) Treasurer’s Report

(h) Correspondence

(i) Reports of Committees

(j) Unfinished Business

(k) New Business

(l) Announcements

(m) Raffles

(n) Adjournment

2.
No Chairman of any Standing Committee shall incur any expense on behalf of the Association without first obtaining the approval of the Chapter Board of Directors.

3.
To be eligible as a Delegate to the National Convention, a member must attend at least four (4) meetings during the year, other than social functions.

4.
The Chapter publication shall be sent to the members of the Jacksonville Chapter  and National Publications Chairman.

5.
Only the President and First Vice President shall be authorized to sign contracts in the name of the Jacksonville Chapter.  This Chapter will not be responsible for contracts signed by others.

6.
The Chapter Pin and President’s Guard, which shall be the property of the Jacksonville Chapter, shall be presented to each succeeding President upon taking office.

7.
A Standing Committee shall be comprised of a Chairman who will select members of the Chapter for her Committee.

8.
All Chapter expenses shall be submitted to the Treasurer in writing for reimbursement, preferably in receipt form, which is furnished by the Treasurer.

9.
A roll call sheet will be maintained for each Board meeting and regular meeting to denote attendance.

10.
When a Chairman of a Standing Committee is absent from a Board Meeting, she shall send a representative from her Committee to said meeting, such representative shall be a proxy with power to vote.

11.
A Chapter Officer, other than President, or Committee Chairman who does not perform her duties in accordance with the Bylaws shall forfeit the office after due notice by the President and approval of the Board.  The office shall be declared vacant and shall be filled by the Board.

12. The Jacksonville Chapter Membership Roster will not be mailed to anyone, whosoever, other than our own members, unless approved by the Board.

13. The Chapter Woman of the Year will be a delegate to the National Convention, in addition to the President and President-Elect, if any.  Registration fees for chapter delegates may be included in the annual Chapter budget.  Other associated travel expense for delegates and alternates may be reimbursed as funds allow by Chapter approval.
14. In case of illness or death of a member or her immediate family (including spouse, children, or parents), a card will be sent and a donation in that member’s name will be given to the Jacksonville Chapter local scholarship fund.

15. Chapter Treasurer will call for review of Chapter treasurer books at the end of each fiscal year.
16. History and Job Description for each position will be maintained.

History and Job Description for each position will be maintained. The incumbent in each position will track activities throughout her term of office,  will assemble a transition document, and will conduct a transition meeting with the incoming Office holder.  
 
A sample job description could be: 
 
Job title here 
 
JOB DESCRIPTION
 

Position duties are defined in Article VII, Standing
Committees and Their Duties, Section 3(g) of the Bylaws
 
· Read and be familiar with all Bylaws

· Attend board meetings and chapter meetings 

·  

·  

·  

·  

·  

·  

· Assemble documentation and conduct transition meeting at the end of your term 

· Be available to mentor your successor and stand in for her as needed 
 

Last Approved September 26, 2019 at the Jacksonville Chapter regular meeting.
Coming out of committee changes for Chapter Board review and finally vote by membership for approval.
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